


Disclaimer

This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the

training library to prevent the use of outdated content.



Nntended Audience

This training is intended for School Food Authorities
(SFAs) operating a Special Assistance Provision 3
Non-Base Year under the National School Lunch
Program (NSLP) and School Breakfast Program (SBP).

Opjectives

At the end of this training, attendees should be able
to:

e understand the reimbursement process set forth in
Arizona;

e Uuse CNPWeb to submit claims for reimbursement;

e implement a system of checks and balances to
ensure accurate claiming procedures; and,

e implement practices to ensure monthly claims are
submitted on time.
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Definitions

ADE Connect

An online portal that houses web access for School Food Authorities (SFAs) reporting.

Attendance Factor

A site-level percentage calculated by ADE School Finance each program year. This percentage accounts for the difference
between enroliment and attendance. This information is used as a basic edit check for claims.

Base Year

The first year of operating Provision 3 that establishes the SFA’s claiming percentages to support the subsequent years’
federal reimbursements. Claiming for a Provision 3 base year is the same process as claiming for regular NSLP.

Meal Claiming

The process of counting, recording, and reporting the number of reimbursable meals served to students by eligibility category
(free, reduced-priced, paid) at the point of service. Federal reimbursement is provided for each meal that meets program
requirements and is served to an eligible student.

Non-Base Year

The years of operating a provision following the base year where the school makes no new eligibility determinations and
counts only the total number of reimbursable meals served each day.



Definitions

Provision 3

A five-year cycle that can provide free breakfast and/or lunch to all students regardless of household income while reducing
administrative duties and cost to participating SFAs.

Program Year
The operating period for Child Nutrition Programs. For school nutrition programes, this is July 1-June 30.

Reimbursement of Claims Time Period
Allow up to 10 business days from date of claim submission for receipt of payment.

Simplified Daily Edit Check Worksheet

A worksheet that is required to be completed on a daily basis to ensure the number of children currently eligible for meals,
multiplied by the SFA’s attendance factor, does not exceed the meals served for the day. This sheet is simplified for total
meals rather than by eligibility for non-base year operation.
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SECTION 1 INTRODUCTION TO CLAIMING REIMBURSEMENT SLIDE 9

overview

e Federal reimbursement is provided for each meal/snack that meets program requirements and is
served to an eligible student. To obtain this reimbursement, school personnel must accurately count,
record, and claim the number of meals actually served to students.

e For sites operating Provision 3, students all receive breakfast and/or lunch at no charge and only total
meals served need to be counted and recorded.

e The number of meals/snacks claimed for reimbursement must have adequate documentation on file

to support the claim.
e In Arizona, SFAs must submit reimbursement claims online by logging into ADEConnect.



SECTION 1 INTRODUCTION TO CLAIMING REIMBURSEMENT

VWhNnat |s
ADEConnect?

ADEConnect is an online application that
houses web access to different program
applications for multiple program areas
within ADE. ADE will require SFAs to submit
reports throughout the PY using this online
application.

AW ARIZONA DEPARTMENT OF
i

\i# EDUCATION U 4

5Y 2022.-2023 Students & Families Educators  Administrators  Programs & Supports  About ADE  ADEConnect '0‘.

National School Lunch Program and
School Breakfast Program

1 School Lunch Program (NSLP) and School Breakfast Program (S8P) are

¢ Apply to Operate the National School Lunch and Breakfast
Program

» Apply to Operate the USDA Foods and DoD Fresh Produce Program
» Meal Pattern

» Reviews Conducted by the State Agency

» Guidance Manuals

Welcome Maddie Rhodes

Applications My Profile Help
Acoess and use ADE applications. Manage your profile, Find help regasding the portal
View Applications View Wy Profile Help and FAG's

VWNat |s
CNPWep?

CNPWeb is the web application where SFAs
operating CNPs submit their annual CNPWeb
applications and monthly claims for
reimbursement.

ADEConnect
w0

V7SS

Applications

Welcome Maddie Rhades

Mavigation O
Arizona Department of Education (79275) [-]
kA h 1o
Applications My P s T Srarah & A
Access and use ADE applications iz ADE Professional Learning and Development (AF i & Arizona Department of Education (T9275)
View Applications "NP Diract Certification / Direct Verification r
p‘““ m bt s o ST ey vBE Independent Applications
FDCH T E
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-INding an Entity
HOW DO | OBTAIN ACCESS TO | |
CNPWEB? Administrator

Only users who are designated Entity
Administrators can grant permissions to
applications within ADEConnect. Users must
contact their SFA’s Entity Administrator to
receive access to CNPWeb.

To find your SFA's Entity Administrator, log in to
ADEConnect, click Help, and then select Search
under Find an Administrator.

Users can search for their Entity Administrator(s) by
searching by Entity ID, CTDS, or Entity Name. A
table will appear with the contact information for
the SFA's Entity Administrator(s).

Please note that CNPWeb access cannot be
granted by ADE. Users must contact their
Entity Administrators to receive access to
CNPWeb. pln oo N

Find help regarding the portal. access. Locate the contact information of an ADEConnect administrator

that is assigned to your o
Help and FAQ's

N Request for ADEConnect Entity Administrator Account

= ContactHNS@azed.gov



https://www.azed.gov/sites/default/files/2017/07/Request%20for%20EA%20Account_Revised%2012.13.18.pdf?id=597bb9de3217e11384470da6
mailto:ContactHNS@azed.gov
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VWNo should suomit the claims’?

e |tisrecommended that more than one individual within the SFA is provided access to CNPWeb to

submit the claims in the event one user is unavailable.
e |f 3 staff member leaves the SFA, their ADEConnect login information must be deleted and cannot be

shared among other staff (ideally, the SFA would have another individual with access to CNPWeb
available to submit the claim).



Quliz Time

How many people does ADE recommend have access to CNPWeb in
ADEConnect?

A Just one. The information submitted is confidential and the fewer people who have access, the
better.

B Atleast two. This helps ensure there will be someone within the SFA who can submit the claim
in the event one person is unavailable.

C Everyone involved in the food service operation should have access to CNPWeb in ADEConnect.

f)



Quliz Time

How many people does ADE recommend have access to CNPWeb in

ADEConnect?
A Just one. The information submitted is confidential If only one person has access to
and the fewer people who have access, the better. CNPWeb in ADEConnect and they

are out of the office unexpectedly
< B )\t least two. This helps ensure there will be someone or leaves their position, the SFA will

within the SFA who can submit the claim in the event not be able to submit a claim until
one person is unavailable. someone else receives CNPWeb
access in ADEConnect. Having at
c Everyone involved in the food service operation least two people with CNPWeb
should have access to CNPWeb in ADEConnect. access Will ensure there's a backup

plan in the event one person is

unable to submit the claim. f)
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VWnen snould |
| supmMiIt a claim’
For example, on September 1, CNPWeb will

generate a claim that the SFA can open to « A monthly claim is generated for each

enter the number of meals served during the approved site in CNPWeb after the month

month of August. of operation is complete.

e Claims can be submitted for the operating
month starting the 1st day of the following
month and up to 60 days after the last day
of the operating month.

e |t is a best practice to have all claims
submitted by the 10th of each month.

FOR EXAMPLE:
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INTRODUCTION TO CLAIMING REIMBURSEMENT

VWhen can |

expect to pe
relmoursed’’

Claims submitted by the 10th of each
month will be paid during the month of

submission. See examples to the right for
additional clarification.

NOVEMBER 1-10

Submit claim for
operating month
of October and
receive payment
in November.

DECEMBER 1-10

Submit claim for
operating month
of November and
receive payment
in December.

SLIDE 16

JANUARY 1-10

Submit claim for
operating month
of December and

receive payment
in January.
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SECTION 2 LOG INTO CNPWEB

0ggIiNg INto
CNPWeD

ACCESSING THE SYSTEM

The CNPWeb is a web-based application in
ADEConnect.

To access the CNPWeb, login to
ADEConnect, select "View Applications,”

and then select "CNPWeb."

1

2

3

LOGIN TO ADECONNECT
Open a web browser, navigate to

adeconnect.azed.gov, and input your

username and password for
ADEConnect.

SELECT "VIEW APPLICATIONS"
After logging in to ADEConnect,

select "View Applications."

r N
Applications

Access and use ADE applications.

View Applications
\ v,

SELECT "CNPWEB"
Select "CNPWeb" from the list of

applications.

CNPWeb
_[\]j_

SLIDE 18



https://adeconnect.azed.gov/
https://adeconnect.azed.gov/
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i,
o zona Daparimeni af Education

C N 3 W { E b Jf-;; Child Nutrition Program

Health & Nutrition Services

Child Nutrition Programs

After successfully logging in to CNPWeb, a
screen with all the CNPs you participate in will gy il g i
load. To proceed, select "NSLP."

Once "NSLP" Is selected, a new screen with
iInformation about your HNS Specialist and
Sponsor and Claim Status will load.

ARV
f4 4\ iiz0na Department of Education
s3I ; . :
A -,) Child Nutrition Program

e

e HNS Specialist: Each SFA has an assigned

HNS Specialist available to contact. Their NSLP

contact information is displayed on the e

CNPWeb home page. Check the following inks frequently for new announcements and important programinformation regarding NSLP:
e Sponsor Status: Provides the status for the |~ 5™ ™ = ¥

SFA's site and sponsor applications. %i&?&“é}gémgdg
e Claim Status: Provides updates for claim —__ I

& No adtions required in applications -- your most recent sponsor application was APPROVED on 06/20/2016.

submission, payment, and reimbursement.

daims Status:
B Your nost recent reimbursement was sent for processing on 07-05-2016. Please allow 10-15 days for processing, and 3-5 days for U.S. mail delivery.







SECTION 3 SUBMITTING A CLAIM FOR SPECIAL ASSISTANCE PROVISION 3

suomitting a Claim

CLAIMS ARE SITE BASED AND SUBMITTED
MONTHLY

@ CLAIMS MUST BE SUBMITTED AFTER THE
ENTIRE MONTH OF OPERATION HAS BEEN
COMPLETED; CLAIMS CANNOT BE
SUBMITTED IN ADVANCE.

CLAIMS, EVEN IN SUBMITTED STATUS, CAN
BE REVISED.

Detalls to Rememper Wnen

CLAIM DATA IS OBTAINED DIRECTLY FROM
THE DAILY EDIT CHECKS.

THE SFA CAN SAVE ALL CLAIMS AND
CONTINUE WORKING ON THEM LATER.

CLAIMS MUST BE IN SUBMITTED STATUS TO
RECEIVE REIMBURSEMENT; CLAIMS LEFT IN
PENDING STATUS ARE NOT VALID AND
WILL NOT BE PAID IF LEFT IN THIS STATUS.

SLIDE 21
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—low Of SupbmMitting
a Claim

. >» . >» . >» . >» . >» .
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Simplitied Dally

—dit Check ¥
A tool used to ensure the number of children e e e T
enrolled, multiplied by the site's attendance B [ | o || B | [B2 o]~ [ | |
factor does not exceed the meals served for 3 % 3 % a
the day. = ——1F — 3‘
: o : T —
h 050 : 0 o0k ;
SFAs operating Special Assistance Provision 3 }3 % d 13 % 3‘
for breakfast and lunch are required to i 1 — | i — ?1!
complete a Simplified Daily Edit Check at each i§ s — o — i
operating site. Claim data is obtained directly ; % gi ; % %i
from the Simplified Daily Edit Checks. If you = s = i d

would like to download this worksheet, please ) st i e i o o B oSS . S e
click here for the Program Forms webpage.



http://www.azed.gov/hns/nslp/forms/
http://www.azed.gov/hns/nslp/forms/

SECTION 3

Step

Claims are located in CNPWeb. Once
logged into CNPWeb and navigating to the
NSLP portal, click " Claims " at the top of the
CNPWeb NSLP home screen.

The NSLP Claims Index page will load.
Select the month and year for which you
are submitting a claim. Once selected, click
”GO,“

Then, the Claims Index page will reload.
Confirm that the month and year, and
Sponsor Name and Associated Sites
accurately reflect the claim you wish to
submit.

SUBMITTING A CLAIM FOR SPECIAL ASSISTANCE PROVISION 3

© O @

SLIDE 24

LOGIN TO CNPWEB FOR NSLP
Follow the steps outlined on Slide 18

to log in to the NSLP portal Iin
CNPWeb.

SELECT "CLAIMS"

After logging in to the NSLP portal in
CNPWeb, select "Applications."

SELECT THE CLAIM MONTH AND YEAR

Select the current program year from
the dropdown and the month you
are submitting the claim. Then click

UApply."

REVIEW THE CLAIM INDEX

Now your screen should show the
month selected and all sites
approved to operate under the SFA.
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Step 2 Step 5

Under the claim month you selected, you will You have successfully opened a site claim.

see a list of all your sites. Click “Create New

Claim” under the site you wish to enter claim A new webpage will load. It should look similar

data in. to this screen. The following slide will review
what fields are available on your claim.

wrizona Deparimeni of Education
Child Nutrition Program

NSLP
NSLP Claims Index for August 2016
MSLP Home = N 1::r1
Jo not 1 due b ity sett p il | Srakipet s Svens Yasd
L& I 1 dick "Apf Murrber of Dyt Serad
Froe Maak Sened
r Reduced-Frice Maak Serc
ProgramYear: |20L? e Month: |ﬁ.ugust w PURTE
Total Meak Servet
Buckeye Union High School District (07-05-01) Acial Tata Heak St
b ViewMeal Service Summary e i
F View Payment Sum mary Lanch - High Rate
¥ View Accounts Payable/Receivable Hurrber of Days Serveck
» View Advance Summary Fros Maak Senved:
Reduced-Price Maals Sered:
August P M Served:
Budkeye Union High Schod (07-05-01-201) Tetal Maals Sarveds
v Create New Claim T
Fartcgart Ewded:
Estrella Foothils H'I_I,ﬂ'l School I:D?—U}L-I].'E‘:lz}l ARt areoon Sasck - High Rate
¥ Create New Claim turber of Days Seredh

Youngker High School (07-05-01-204)
¢ Create New Caim

Altesd anea Faclsr
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VWhat Tields will | —

Number of Days Served: _{JJ

See ON My claim? - |
y . Reduced-Price Meals Served: 0

Paid Meals Served: 0

Based on the site's participation in Child Total Meaks Served: | 0
Nutrition Programs, the CNPWeb claim will e el | i

provide fields for the National School Lunch
Program (NSLP), School Breakfast Program
(SBP), and/or Afterschool Care Snack
Program (ASCSP), and At-Risk Afterschool

Lunch - High Rate

Mumber of Days Served: 0|
M €a |S Free Meak Served: 0
Reduced-Price Meals Served: 0
For example a site that only participates in Paid Meals Served: o
NSLP and SBP will only see fields related to A Fe S | 0
NSLP and SBP when the SFA opens that Participants Enrolled: | 0|

site’s monthly claim.
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Step 4

Breakfast - Severe Need
Enter Meal Counts into a Site Claim. The Number of Days Served: :_ 0]
following slides will review the fields that Free Meals Served: 1
need to be completed when submitting a et e e )
site claim. We will first review the fields in e -
. Total Meak Serv '
the breakfast section. et 2
s el Eanteduv:ed-Pri:E Meals Served: ]
Paid Meals Served: 0
Total Meals Served: | 0

Participants Enroled: | ol
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Sreakrast Fields

Breakfast - Severe Need

e Number of Days Served: The number of Number of Days Served: 0
days breakfast was served during the Free Meals Served: 0
month of operation. Reduced Prie Meak Sarved: 0

e Total Meals Served: The sum of all Paid Meaks Served: 0
breakfasts served during the month of Tatal Meak Served: 0
operation. Actual Total Mesk Served: 0

e Participants Enrolled: The highest
number of students enrolled during the
month of operation.

Partcipants Enrolled: 0

‘Free Meals Served’, ‘Reduced-Price Meals Served, and ‘Paid
Meals Served’ will automatically show zeros when submitting
a claim for all Provision 3 operating sites. The user will not be

required to complete these fields because the Provision 3
non-base year site is only required to count the total meals
served. CNPWeb will auto-calculate the claim using the data
collected in the base year.
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Jncn Fielas

Lunch - High Rate

e Number of Days Served: The number of Mumber of Days Sened: :
days lunch was served during the month Free Mealks Senved: 0
of operation. Reduced-Prie Meaks Sered: 0

 Total Meals Served: The sum of all Paid Meals Senved: 0
lunches served during the month of Total Mealks Served: 0
operation. Actuz| Total Meak Served: 0

e Participants Enrolled: The highest
number of students enrolled during the
month of operation.

Partcipants Enrclled: 0

‘Free Meals Served’, ‘Reduced-Price Meals Served, and ‘Paid
Meals Served’ will automatically show zeros when
submitting a claim for all Provision 3 operating sites. The

user will not be required to complete these fields because
the Provision 3 non-base year site is only required to count
the total meals served. CNPWeb will auto-calculate the
claim using the data collected in the base year.




SECTION 3 SUBMITTING A CLAIM FOR SPECIAL ASSISTANCE PROVISION 3 SLIDE 30

ATternoon Snack
-1elas

e Number of Days Served: The number of Afternoon Snack
days snacks were served during the
month of operation. Number of Days Served:
 Free Meals Served: The sum of all Eide Meals Sarged:
snacks served during the month of
operation. Participants Enrolled:

e Participants Enrolled: The highest
number of students enrolled during the
month of operation.

”

_ Note: It is not guaranteed that required fields will

'\~ Include only ‘Free Meals Served” for Afternoon Snack.
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At-RIsk
ATterscnool Meals

« Number of Days Served/Average Daily
Participation: The number of days
snacks were served during the month of
operation as well as the average number
of participants for the month.

 Total Number of Meals Served: The
sum of all snacks served during the
month of operation.

At-Risk Program Participation

Number of Days Served:
Average Daily Particpation:

Participants for At-Risk Meal Services:

At-Risk Supper
Number of Meals Served:

SLIDE 31
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Attenaance Factor

e At the bottom of your claim, you should
see a percentage under the header
Attendance Factor. Attendance Factor
e SFAs are to use this attendance factor
when completing the required form,
Simplified Daily Edit Check.

Attendance Factor: [Percentage] %
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Calculating
Drovision 3 Claims

Once the user has entered the required
claim data shown In the previous slides,
CNPWeb will automatically calculate this
claim by using the site's percentages of free,
reduced, and paid participants from the
base year and the total meals served that
month that is being claimed for
reimbursement.

Base year claiming percentages can be
determined using the Provision 3 Base Year
Claiming_Calculators.

SLIDE 33

The example below shows how CNPWeb will
calculate claims for Provision 3 schools based
on the total number of meals served during
the current month of reimbursement.

Follow along with the claiming formula and
math conducted for the free reimbursement.
Please note that the reduced and paid
reimbursements will be calculated in this

same format.

Provision 3 Claiming Adjustment for the Month of August Example

Step 1

Step 2

Step 3

Action

Percentage Change Enrollment

Enrollment Adjusted Meals

Serving Day Adjusted Meals

Steps

August non-base year enrollment /
August base year enrollment

August base year free meals x
percent change enrollment

(August base year serving days /
August non-base year serving
days) x enrollment adjusted meals

Example

210 (NBY) / 200 (BY) = 1.05

1045 x 1.05 = 108725

(16/18=0.89) x 1097 .25 = 1232 87



https://adecloud.sharepoint.com/:x:/s/HNS.PIO/EcfTJ1dtpK1Cs3MMinrQIpYBCMVLsIZh-5P5EyKX6yM6gw?e=b07iRd
https://adecloud.sharepoint.com/:x:/s/HNS.PIO/EcfTJ1dtpK1Cs3MMinrQIpYBCMVLsIZh-5P5EyKX6yM6gw?e=b07iRd
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Step 5

Once all fields of the site claim are complete,
click “Save” at the bottom of the screen.

Breakfast - Severe Heed

Number of Days Served:

Free Meals Served:

Paid Meals Served:

Total Meak Served:
Participants Enroliad:

Lumnch - High Rate

Mumber of Duys Served:
Fige st Senved:
Reduted-Price Heal Serveds
Faad Meals Served:

Teitad Meals Sereed:
Participants Enrolled:
Afternoon Snack
Humber of Days Served:
Free Meals Served:
Reduced-Price Meaks Served:
Paid Meals Served:

Total Meaks Served:

Participants Enrolied:

Reduced-Price Meal: Served:

Remember that the user will not
enter any counts in the Free
Meals Served, Reduced-
Price Meals Served, or Paid Meals
Served. Once total meals served is

reported, CNPWeb will
automatically calculate the Free,
Reduced-Price and Paid meals
based on data from the
corresponding month in the base
year.

Save Delete Cancel

>tep 6

Your screen will refresh and continue to
display the claim you submitted.

Click “Claims” found at the top of your screen

to go back to your claim index page.

Claims

i B e
I P £

= al B -
= LB G REII

MeLP Home » NSLP CEms Bndey

Buckeye Union High School
(07-05-01-201)

Reqular Caim

Youar clalm data has been saved suocessiully.

Breakfast - Severe Need

Kumber of Days Served: 14
Free Meals Served: BTG
Reduced-Price Meals Served: [1]
Paid Heaks Served: Fa|
Total Meals Served: 56
Participanits Encolled: 58
Lunch - High Rate

tiumber of Days Served: 13

SLIDE 34
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SLIDE 35

Step /

Click “Create New Claim” to enter in claim

data for other sites.

zona Department of Education

d Mutrition Program

NSLP
MSLP Claims Index for August 2016
MSLP Home
I woul do nol sese certain CRims it mey be due to security seltings 1 [EaCe [OF YWolr Kogon.
Ukse the drop-down lsts to make your seledtions and dick “Appl

Buckeye Union High School District (07-05-01)

b View Meal Service Summary

F View Payment Summary

¢ View Accounts Payable/Recelvable

¢ View Advance Summary

Reminder: You must submit your daims by dicking the link below to receive reimbursement.
» Submit All Qaims

August
Buckeye Union High Schod (07-05-01-201)
Action Paid Revision Type Status Last Edited

Programear: Eéﬂl?i Maonth:

Last Action

National School L.

Eit COriginal Reguiar Claim Pending 062016 832
rella Foothils Hgh Schood (07-05-01-202)
v Create New Claim
Youngker High Schod (07-05-01-204)

b Create New Claim

Exlited by 070501000

Step 8

Once all claims have been entered and saved,
you must click “Submit All Claims” to submit

the claims to ADE.

% Arizona Department of Education

o~

Child Nutrition Program

NSLP
NSLP Claims Index for August 2016

NSLP Home

If wou o nok see certain Claims it may be due to sequr by sattings in pace fior WOLIT B0,
ke the drop-down Ists to meke your selections and dick "Apply”

ProgramYear: IZ{JI?__V_ Month:

Buckeye Union High School District (07-05-01)

* View Meal Service Summary

b View Payment Summary

+ View Accounts Payable/Receivable
» View Advance Summary

eminder: You must submit your daims by dicking the link below to receive reimbursement.

R
a Submit All aims

August
Buckeye Union High Schod (07-05-01-201)

August

Edit Original Requiar Claim Pending 05/06/2016 8:383

Action Paid Revision Type Status Last Edited Last Action
Edlit Original Regular Claim Pending 09062016 B:32a Edited by
Estrela Foothils Hgh School (07-05-01-202)
Action Paid Rewvision Type Status Last Edited Last Action
Edit Original Regular Claim Pending 05062016 8:37a Edited by
Youngker High School (07-05-01-204)
Action Paid Revision Type Status Last Edited Last Action
Edited by
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S | ( p 3 S "" Arizona Department of Education

7 Child Nutrition Program

NSLP

After you click “Submit All Claims,” you will T e
see a new window appear. Please review ucte 1L Home

If you do not see certain Clins it may be due to security sett ngs in Qpace fior WOur agon.

this statement and click “Yes” to continue. s g s e e s it it

ProgramYear: [2017] ] Month: August | v |

Buckeye Union High School District (07-05-01)

F View Meal Service Summary

¥ View Payment Summary

¥ View Accounts Payable/Receivable
¥ View Advance Sunimary

Reminder: You must submit your daims by dicking the link below to receive reimbursement.
» Submit All Jaims

August

a.ld:ewUni:!nHighSd'nd(ﬂ?-ﬂSm-:r_UBS{_ Corthatod ' h
e - — npt: Lertification Statement - o

Edit Origine Edited by

Estrella Foothills Hgh School (07-05-01
Action _ paid _ mevisi| | [ certify that, to the best of my knowledge and belief, the site claim(s) being
Edit Ongrel | cbmitted are true, correct and in accordance with the terms of the agreement; Edited by
Youngker High School (07-05-01-204) that records are available to support the claims; that all approved sites were

Action  paid  Revisi{ | operated; and that payment has not yet been received for such claims.
Edit Origing Edited by

a Yes Mo
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Step 10

Click “here” found at the bottom of the
webpage to return to the claims index.

A new webpage will load. It is the
Submission Summary.

Your Submission Summary should reflect all

claims are in submitted status.

If your summary does reflect submitted
status for site claims, you have not
submitted your claims properly. Please
contact your Health & Nutrition Services
Specialist.

:".1, ._:h‘:l. Arizona Depariment of Education
H il aeh
. Child Nutrition Program

SLIDE 37

Claims

Claim Submission
MHSLP Home = NELP Claims Imdex

Submission Summary

3 dains progessed.

Submission Detail

Buckeye Union High School (07-05-01-201)
2016 August

| B daim submitted successiully.

Estrella Foothils High School {(07-05-01-202)
2016 August

| B daim submitted successfully.

Youngker High School (07-05-01-204)
2016 August

| B daim submitted successiully.

al Click here to retur to the daims index.
_‘"ﬁ" Arizon
= =)
A 7 Lhi

NSLP
NSLP Claims Index for August 2016

NSLP Homee > K
Program Year: 2017 v | Morth: August | v
Buckeye Union High School District (07-05-01)
¢ View Meal Service Summary
» View Payment Summary
¥ View Accounts Payable/Receivable
¢ View Advance Summary
August
Buckye Union High Schod (07-05-01-201)
r View Site Meal Service Summary
Action Paid Revision Type Status Last Edited Last Action
Edit Ornignal Regular Clim Surbw 0062016 8:32a Submitted |
Estrela Foothils Hgh Sdhool (07-05-01-202)
F View Site Meal Service Summary
Action Paid Revision Type Status Last Edited Last Action
it Cngiral Rigular Claim i OS062016 8:37a Subrrittied t
Youngker Hgh Schood (07-05-01-204)
b Vhew Site Meal Servioe Summary
Action Paid Rievision Type Status Last Edited Last Action
Edit Original Regular Claim I OB06/2016 8:38 Subrmitted |




Quliz Time

What must you do to submit your claims?

A Click Save at the bottom of each claim. This submits
each claim to ADE.

B Email your specialist when all claims have been filled
out. They will click Submit from their office.

C Click on Submit All Claims above the month and
certify the information is accurate.



Quliz Time

What must you do to submit your claims?

A Click Save at the bottom of each claim. This submits Claims are not submitted until the
each claim to ADE. user has clicked the Submit All

Claims button and certified that the
B Email your specialist when all claims have been filled information is complete and

out. They will click Submit from their office. accurate.

( C ):Iick on Submit All Claims above the month and
certify the information is accurate.

f)
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SECTION 4 REVISING A CLAIM

A | aple to revise my claim®

Revised claims may be submitted after the original claim has been paid and the additional amount will be
added to or removed from the next claim. The revision must be submitted within 60 days.

e For example: An SFA submits their August site claim that includes meal counts for lunch and breakfast
on September 1Ist; the claim is now In submitted status. On September 15th, the SFA realizes they
accidentally put the breakfast meal counts in the lunch fields and needs to revise their claim. The SFA
Is able to log into CNPWeb and revise the claim up to 60 days from the last operating day, even
though it is in submitted status. If the claim has already been processed by accounting the user would

Nneed to create a new claim revision to the original claim.
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—How 1O Revise g Claim

The following slides will guide you through the process of revising a claim that is in submitted status.
Please note that if you need to revise a claim that has already been processed, you will need to contact
your Health & Nutrition Services Specialist for guidance.

Attendees are expected to already understand how to navigate through CNPWeb to access the Claims
Index Page.



SECTION 4

REVISING A CLAIM

Step |

Find the claim you intend to revise and click

“Edit.”

T

A . -
,;‘-‘".‘5.- Arizona Depoartment of Education

=

ikj.,:-}' Child Nutrition Program

L i
ey

NSLP
NSLP Claims Index for August 2016

rn MSLP Home

If you do not see certain Claims it mey be due to security sett NGgE N pace for WOUr og:on.
Use the drop-down lsEs to make your seledions and dick “Apply

Frogram'ear: |2I:I1? w

Buckeye Union High School District (07-05-01)

k View Meal Service Summary

¥ View Payment Summary

» View Accounts Payable/Receivable
k View Advance Summary

August
Budkeye Union High Schod (07-05-01-201)

¢+ View Site Meal Service Summary

Month:

Last Edited Last Action

[rugust— v

Action Paid Revision Type Status
Edit Original Reguiar Claim . OS0E/2016 8:32a Subritted I
Estrela Foothils High Sdhool (07-05-01-202)
¢ View Site Meal Service Summary
Action Paid Revision Type Status Last Edited Last Action
Edit Criginal Regular Claim i 09062016 8:37a Submitted |
Youngker High School (07-05-01-204)
b Miew Site Meal Service Summary
Action Paid Revision Type Status Last Edited Last Action
Edit Criginal Regular Claim i 09062016 8:38 Submitted |

S>tep /

The claim you originally submitted will load.
Make the appropriate changes and click “Save”
found at the bottom of the webpage.

Claims
NSLP Site Claim Help | +* Logofi

Sponsomd by Lourdes Catholc Schodl {1 2-20-01)
2075 Program Year

Lourdes Catholic School

(12-20-01-001) Aot

Orignal Cam

One-Tme Exceplion Clam Pezrclineg S b isssom
-

T This chim has not yot beon saved. Plase be sure to chek the Save button belbwhalom leaving this claim.

Brealdast - Severs Newed

Number of Days Sonvedk o
Fres Meals Served: 0
Reduced Price Meals Serveck 0
Puicd Me sl Served: 0
Total Mea's Servec: 0
Actual Tctal Maak Senved: )
Participants Enrclied: o
Lunch - High Rate

tumber of Days Servedk o
Free Mealk Sanved: ]
Reduced Price Meals Servecs 0
Fuicd Masls Served: 0
Total Meals Sarvec: o
Al Tetal Maak Sanvec: .;._:
Fartopants Enrolied: o)
Alternoon Snack - High Rate

Humber of Days Serveds o]
Free Meals Served: [
Participants Enrcliad: [l
Attendance Factor

Attendsnoe Fector: SOLE ¥



SLIDE 44

SECTION 4 REVISING A CLAIM

Step 5 Step 4

Your screen will refresh and continue to Once all revised claims have been entered and
display your revised claim. saved, you must click “Submit All Claims” to

Click “Claims” found at the top of your screen submit the revised claims to ADE.
to go back to your claim index page.

5.-‘ % Arizona Deoartment of Education
L

i
=
-y

_—,
| )
k‘jr Child Nutrition Program

NSLP

laims
NSLP Site Claim MSLP Claims Index for August 2016
NSLP Home > NSLP (aims Index > NSLP = NSLPF Hom . ’
cert
Program Year: 2017 |+ | Morith: August ||

Buckeye Union High School District (07-05-01)

+ View Meal Service Summary

» View Payment Summary

+ View Accounts Payable/Receivable
» Wiew Advance Summary

Reminder: You must gsubmit your daims by dicking the link below to receive reimbursement.
¢ Submit All Claim
August
Buckeye Unian {07-05-01-201)

Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim Pending 094062015 8:51a8

Estrella Foothils High School (07-05-01-203)

» View Site Meal Service Summary
Aiction Paid Revishon Type Status Last Edited Last Action
Edit Coriginal Regular Claim [t 09/06/2016 8:37a

Youngker High Schaol (17-05-01-204)
b View Sibe Meal Service Summary

Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim 09/06/2015 8:38a
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S | ( p ) S "" Arizona Department of Education

7 Child Nutrition Program

NSLP

After you click “Submit All Claims”, you will T e
see a new window appear. Please review ucte 1L Home

If you do not see certain Clins it may be due to security sett ngs in Qpace fior WOur agon.

this statement and click Yes to continue. i M A ety ks o T ey

ProgramYear: [2017] ] Month: August | v |

Buckeye Union High School District (07-05-01)

F View Meal Service Summary

¥ View Payment Summary

¥ View Accounts Payable/Receivable
¥ View Advance Sunimary

Reminder: You must submit your daims by dicking the link below to receive reimbursement.
» Submit All Jaims

August

a.ld:ewUni:!nHighSd'nd(ﬂ?-ﬂSm-:r_UBS{_ Corthatod ' h
e - — npt: Lertification Statement - o

Edit Origine Edited by

Estrella Foothills Hgh School (07-05-01
Action _ paid _ mevisi| | [ certify that, to the best of my knowledge and belief, the site claim(s) being
Edit Ongrel | cbmitted are true, correct and in accordance with the terms of the agreement; Edited by
Youngker High School (07-05-01-204) that records are available to support the claims; that all approved sites were

Action  paid  Revisi{ | operated; and that payment has not yet been received for such claims.
Edit Origing Edited by

_a Ves | No
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S>tep 6

A new webpage will load. It should look like
the screen shown below. Click “here” found at
the bottom of the webpage to return to the
claims index.

Department of Education

.'ﬁ'l Arizona De

| ot . g

K.._); Child Nutrition Program
i

Oaims

Claims
Claim Submission

f NSLP Homie KELP Claims Index

Submission Summary

3 daims processed.

Submission Detail

Buckeye Union High School (07-05-01-201)
2016 August

|l:l Oaim submitted successfully.
Estrella Foothils High School (07-05-01-202)
2016 August

| B daim submitted successfully.

Youngker High School (07-05-01-204)
2016 August

|El Oaim submitted successfully.

Cick here to retun to the daims index.

A new webpage will load. Your Submission
Summary should match the below:

Department of Education

;‘ﬂ"’t Anzona Dep

i==) o z 3
LJ Child Nutrition Program
T

Caims

Claims

Claim Submission
r MSLP Home MELP Claims Index

Submission Summary
3 daims processed.

Submission Detail
Buckeye Union High School (07-05-01-201)
2016 August
|El Qaim submitted successfully.
Estrella Foothills High School (07-05-01-202)
2016 August
|ﬂ daim submitted successfully.
Youngker High School (07-05-01-204)
2016 August
|EI Qaim submitted successiully.

Qick here to return to the daims index.

If your summary does not match, you have not
submitted your claims properly. Please contact your
Health & Nutrition Services Specialist.
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Can |l combine two montns 1IN one
Claim?’

e Schools operating under provision 3 hon base year are unable to combine claims due to each month
having a specific claiming percentage.
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t1s Decembper. Whnen Is It Too |late to
suomMIt the Octoper claim’’

e Claims can be submitted for previous months within 60 days from the end of the month of operation.
e For example, if the month of operation in October, the last day to submit the claim is December 30 (60

days from October 31).
e The Claiming_Calendar can be found in the NSLP home webpage in the 'Program Forms and

Resources' section under the 'Calendars and Checklists' tab.



https://www.azed.gov/sites/default/files/2019/03/BC.%20CNP%20CLAIM%20PROCESSING%20CALENDAR.PDF
https://www.azed.gov/sites/default/files/2019/03/BC.%20CNP%20CLAIM%20PROCESSING%20CALENDAR.PDF
https://www.azed.gov/sites/default/files/2019/03/BC.%20CNP%20CLAIM%20PROCESSING%20CALENDAR.PDF

FREQUENTLY ASKED QUESTIONS SLIDE 50

VWnat It | need to suomit a claim. put
T 1s past the 60-day deadline”

e First-time claims or upward revisions of claims past the 60-day deadline can only be submitted using
a One-Time Exception.

e A One-Time Exception can only be used once every 36 months.

e To check your eligibility, submit a ticket to the ADE Help Desk and ADE Grants Management will
assist you.

e |f you are eligible to use the One-Time Exception, complete the Request for One-Time Exception
Form found on the NSLP and SBP Program Forms and Resources webpage under the Finance tab.



https://www.azed.gov/grants-management/health-and-nutrition
https://www.azed.gov/grants-management/health-and-nutrition
https://www.azed.gov/hns/nslp/forms
https://www.azed.gov/hns/nslp/forms

Quliz Time

What is a One-Time Exception and how often can it be used?

A The One-Time Exception allows you to make one revision to your claim, and it can be used
every month.

The One-Time Exception allows you to submit or revise a claim after the 60-day deadline has
passed. It can be used once every 36 months.

C The One-Time Exception allows you to submit one inaccurate claim. It can be used once per
year.

f)



Quliz Time

What is a One-Time Exception and how often can it be used?

A The One-Time Exception allows you to make one All claims may be submitted and
revision to your claim, and it can be used every revised within 60 days of the end of
month.

the month of operation. If a claim
needs to be revised or if a claim

(B )‘he One-Time Exception allows you to submit or needs to be submitted after this
revise a claim after the 60-day deadline has passed. It 60-day deadline, the One-Time
can be used once every 36 months. Exception can be used.

C The One-Time Exception allows you to submit one
inaccurate claim. It can be used once per year.

f)



FREQUENTLY ASKED QUESTIONS

—IOW Can | sign up
for direct deposit’

Once the information is verified and the SFA
Is authorized for direct deposit, ADE will
change the reimbursement type to direct
deposit. After the first deposit, the SFA will
receive a request to verify the deposit from
the GAO. If not verified, the reimbursement
type will be changed back to a regular
check. If the request is returned as verified,
reimbursements will then continue to be
paid as a direct deposit until the SFA
requests, in writing, that the GAO
discontinues.

ARIZONA

STATE OF ARIZONA ACH AUTHORIZATION FORM

Owigirial form i prefesred. Plaaie confact Vendor PeyAulomation@ardos.goy If you have guettion sbout The form or webup e,
DO NOT SUEMIT COMPLETED FORM TO STATE OF ARIZONA AGENCIES. SUBMIT COMPLETED FORM TO:
DEFARTMENT OF ADMINSTRATION,GENERAL ACCOUNTING DFFICE

ATTH: VENDOR SETUP
V00 N 15TH AVE, STE 302
FHOENIX, AT 85007

[ Check if DES/DDD Provides

Request Types (Select only ONE|

M Changse Cancellalion, Canceflat|on Reason

Tampayer identification Number [TIN]

2 g o e | on

se [ TT]-CT1-L10111

Legal Mame, Address snd Contact Information

3 Mame |l1||:u|r ! Ext
Hedress lf'il_y .i?:.nr - | Zip Code
Ermusi| Address
Change Information - FOR CHANGE REQUEST ONLY
Changsng: Financial Institulion Acoount Type Accournt Mumber Authorieed Signers
4 Previous Financial Institution: _ Previous Account Type: Previous Accound Murnber;
Chachang SEvAng s

AUTHORIZATION FOR NEW SETUP, CHANGE(S) OR CANCELLATION

imposibe, and my dectronic peyments may be posted to the wyong acoount.

change or myocatian iv effective on the day the ADOA-GAD prcesees the request,

| aithares the Saaie 1o shop mskl i ElECIrofd irmraden 1 My SO0 Cusnt WO svands Nobde

Pursuitbe AR Ser 35-18%, | authoriee the Arzona Departmrent of Adminstrazon (ADOW), Gerenal Accesnting Offics (GAD) to prooes peyments coed 10 me by the
Statwe of Artaoma (State] vis Automated Oearng Mowse (ACH) deposis. The State shall depout Ehe ACH payments in the inancel inssution and scoount designated
beiow. | recogaize that if | fail o p plete and o this aurforzation foarmn, the processng of the foem may be delyyed or made

¥ the devgnated account i o oeed or Bas. an nsuffcient balance 1o allow withdrmsal, then | authorize the State to withhald any payment cwed 1o me by the Stateuntil
the erransously depested amounts ane repsad. I | decide to change o revole (his suthcrization, | recagnize thal | must forvasd such notice (o e ADOA-GAD, The

I cestily That | e reael and agree to comply with the State's res governing peyment and slectsanic mensiers s Shey exist on the date of my signatuse on Bis kem o
as subsequently adosted, amended, or repraled. | consent ko, and ageee o, comply with these nules even (f they conflict with S autharzation fom

Authorized Signature Meguired)
[ uthorized Signature Reguired,

Additional Authorized Shgners

5 I ceetily that | am suthorined to contract for the enirty receiving deposits pursuant to This ageeernend and that &l Infarmation provided i aowrate

Title Dt

Nams Auithorized Signatune Title Dte
Mame Authonzed Signature Title Diate
Addhandurm record farmat CT CCOe  Detailed ACH payrment can ahio be wiewed online of hitpe'veapay.gao. ardoa. gov.,
Finandlal Institution
Financlal Invitution Mame li'hmr ]hl
6 Addrest (Optionall ]frt:r |v..-|:r- - | Iip Code

Rt g Muimbsr Accaunt Mumbser i’-ul:r.ml T Chacking S
GAD USE ONLY
Verillied and Entered By And Date (Wendor ¥ Address 1D
7 Entity Contact Vesfled By Do Wumber Entesed |&pp|¢.|n:d By

GAD-GTE (VOGS

SLIDE 53
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VWhat are thne
Relmbursement

NSLP: Reimbursed at the Reimbursed Based on
the Regular or Severe . .
the Claiming

Regular or High Rate

7 Need Rate

Q a J[ e S . Percentages

ADE posts reimbursement rates for NSLLP and To be eligible for the high To be eligible for the CNPWeb will

SBP soon after July] on the NSLP and SBP rate, 60 percent or more severe need rate, 40 automatically calculate

, . of an SFA’s total lunches percent or more of a claims for Provision

webpagde. These reimbursement rates are in served in the second site’s total lunches schools based on the

effect from July 1-June 30. preceding year (two years  served in the second  total meals served and
e There are two different types of earlier) must have been preceding school year the schools claiming

reimbursement rates for NSLP and SBP served free or at a (two years earlier) must data.
reduced- price have been served free

based on lunch claims submitted two
years prior. Menus certified by ADE will
receive an additional $0.08 of
reimbursement in addition to the
standard reimbursement rates for free,

reduced-price, and paid lunch meals only. - _ Additional reimbursement is not

or at a reduced-price

~ available for breakfast meals.



https://www.azed.gov/hns/nslp
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VWhnat snould | do it | am recelving an
‘out of range error?

e When a saved claim shows an “out of range” error, double- check the claim entries to verify all
iInformation is correct.
e Some SFAs exceed their attendance factor edit checks due to fluctuation in participation.
e When the daily edit checks or reimbursement claims are in error due to an attendance factor that is
too low, a nhew attendance factor may be calculated.
Meal counts should never be adjusted to make the claim pass the edit check.
o |f the established attendance factor is too low, fill out the Attendance Factor Calculation Sheet and
submit the completed form to https://helpdesk.azed.gov.
o Public schools use an attendance factor that is based on information from the 100th Day Report.
o State schools, correctional institutions, and Residential Child Care Institutions use a 99%
attendance factor.



https://www.azed.gov/sites/default/files/2019/04/Attendance%20Factor%20Calculation%20Form.pdf
https://helpdesk.azed.gov/

- CONTACT US



https://www.azed.gov/hns

Congratulations

You have completed the Online Course:
Step-by-Step Instruction: How to Submit a Claim
in CNPWeb for Sites Operating a Special

Assistance Provision 3 Non-Base Year

Information to include when documenting this
training for Professional Standards:

Training Title: Key Area: 3000 - Administration
Step-by-Step Instruction: . .
How to Submit a Claim Learning Code: 3310

in CNPWeb for Sites Length: 45 minutes
Operating a Special

Assistance Provision 3

Non-Base Year

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



CertiTicate

Requesting a training certificate

Please click the button to complete a brief
survey about this online training. Once the
survey is complete, you will be able to print your
certificate of completion from Survey Monkey.

Information to include when documenting this training for Professional Standards:

Training Title: Key Area: 3000 — Administration
Step-by-Step Instruction: | earning Code: 3310

How to Submit a Claim
in CNPWeb for Sites
Operating a Special
Assistance Provision 3
Non-Base Year

Length: 45 minutes

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



https://www.surveymonkey.com/r/upliftrecordedwebinar
https://www.surveymonkey.com/r/OnlineHowToGuides

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil
rights regulations and policies, the USDA, its Agencies, offices, and employees, and
INstitutions participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, religion, sex, disability, age, marital status,
family/parental status, income derived from a public assistance program, political beliefs, or
reprisal or retaliation for prior civil rights activity, in any program or activity conducted or
funded by USDA (not all bases apply to all programs). Remedies and complaint filing
deadlines vary by program or incident.

Persons with disabilities who require alternative means of communication for program
iInformation (e.g., Braille, large print, audiotape, American Sign Language, etc.) should
contact the responsible Agency or USDA's TARGET Center at (202) 720-2600 (voice and TTY)
or contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program
information may be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a Program Discrimination Complaint
and at any USDA office or write a letter addressed to USDA and provide in the letter all of the
Information requested in the form. To request a copy of the complaint form, call (866) 632-
9992. Submit your completed form or letter to USDA by: (1) mail: U.S. Department of
Agriculture, Office of the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW,
Washington, D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov.

USDA Is an equal opportunity provider, employer, and lender.


https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
mailto:program.intake@usda.gov

